QOFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
— Pt e _ RECORDS _MANAGEMENT DIVISION

: = = e

INSTRUCTIONS See Pubhcatlon No 76—RM—1 for mstructlons on completmg thns form Forward signed original to i'

é Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30333,
Attention: Scheduling Section. { - -

......

e T

T TV —

R = L UL Ay S ——

| _ FORAGENEYUSE [1. Agency Address © T FOR RECORDS MANAGEMENT USE

" Application Date . Georgia Ports Authority , | Apphc-?‘tion Number -

‘ 1/22/85 Administration Division . ;
l f —— Personnel Office s 78 ZSIA,A__ -
application Numbsr

= T

Post Office Box 2406 : [ Date Recaived Date Completed
S 121_ _A_ _._Savannah, Georgia 31402 ) ﬁAN 3 0 1985 dEPR 1 5 1935
2. “arson to Cantact - Workmg Tat!e Telephona Number
Ray Smiley . - o Perso_nnel ‘Manager _(_?_1_2) 964 3966
3 Action Requested ~ =

a. J Estapbusn Retention Schedule; record will continue to accumulate.
b. (O Dispose of present accumulation: no further accumulation anticipated.
| c._ X Amend Applicatian No. 78'25116,_.. Check One: X Change; O Supercede; {J Void

U &, Datas of Series 5. Recolds Series Tltta (followed by title used in office; if different)
Earligst Latest

¢ 1981 | To Date |. ReJecTed Appl [ca+|ons for Employmen'l'

[s Division and Oﬁm Functmn What is the function of the Dn.islon and the Offuce in which this record sene_s_us— created?

The Personnel Department is responsible for the recruitment, training, analyzing jobs and
establishing classifications as well as the fofrulation and Tmplementation of personnel
programs and procedures.

b e e e ————— - [, _ e e
7. Record Series Description Thls file contains the followmg documents (:nclude form numbers and trtles if anyl: ;
Attach samples of the file. '

Documents relating to: Rejected applicatians for employment with Georgia Ports Authority.
Included are: Applications and/or resumes.
File is arranged: Alphabetically by applicant's name.

'8. Monthly Reference Rate =~ How often are records referred to which are: T R
One to six monthsold _2__ — % Seven 10 twelve months old __O_W_,__; Thirteen to twenty-four months old o __ —
twenty-five months and older_ _0 ?

9. Annual Rate of Accumulation of Records
Letter-size drawers . ... ; Legal-size drawers ~2_.__,.,.., Shelves

e ; Othier (specify)

-

C—— — F. - Py it - T — o - o _" . e M = = - TR T -—.-..J
AR~ 50—71 Hav 76 {Over}




a. Is this the official copy of the series?
A1 ___fnot. whereisit? = - o —

[

b, Does the series contain confldentlal mformatnon requiring secunty handhng? If yes, cite law or regulation.

X
X C. Is this a s wta! record? _ )
X

__d. Does this series have hiftorical or long term research value7 )

TR VPt s e e i § e e+ S MU - _— e e ke - A 1 e ety

gt e ——— A e v e

e. When one or two documents in the file make it necessary to keep the entire flle for a long perlod cduld these

f.
g. Is the information contained in thls series ever analyzed and/or recorded m a summarlzed report? -
R | If ves. attach copy.. . .

h Is there a duplication of thls series in your offnce or in another offnce or agency?

L,,__,;I X n.__ls tmiseneﬂor_amatoraomon of :tJ.reqularIv microfilmed? . . o S

L documents be schedyled separajelx?u_.__eg A o 4[‘_ e e
1ox . f. Js the information contained in this series ever published? -If ves. attach CORY, .+ _ . R

P D T UV U

X1 Mves.wherep e

e —

%___[ X . Does the record series result in a comouter printout? . e -
1. Retemion Requiraments The foilowing requires the series to be kept:
a. State Law —_— .. Years. d. Audit period e ..years, 4
| ___b. Sratute of limitatign 3 ..-years. _ __ _ ___ e. Administrativeneed ... .. . T__ __ . years.
c. Federal iaw —_ Y. . _years. f. Federal retention instructions . 2. _ _____years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

' 12 Anurqved Dlsposmon lnstructlons This agency recommends that the file series ‘be cut otf at the end of each:

& Destroy.
3 Transfer to State Archives for permanent retention,
O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

e A e e e e e e e e e — e e e

) Calendar Year: O] Fiscal vear; O Other _SIX months __then,
L'_,l Hold in the current files area —month{s) __ _ ____ _ year(s); then
& Transfer to local holding area, hold ___ 2 -.._year(s) then
O Transfer to State Records Center; hold . __year(s); then

4t o -

et~ = = e e —— e o P | LR, ¢ e L R g T o —ya s = =

| Agency He HeadlDessgnee (ngnature} _ L | . Date Records Management Qfficer (Signature/

/

State Records Committee (Srgnature}

ey | et Gt e ) OB | i

Recommendations in para-

graph 12 are approved. _ State Auditor/Designee
(If disspproved, attach letter T T
of explanation.) Secretary of State/Deslgpee

b= — — - e ———— e -

Attorney General/Destgnee

J—rimea e e = e v W ey
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APPLICATION FOR RECORDS RETENTION SCHEDULE Dg;:,;‘;ﬁdg;; R Y O Ty

B RECORDS MANAGEMENT DIVISION

. - i S o —_— T T
§

INSTRUCTIONS See Pubhcatmn No 76-—-RM 1 for mstructtons on completing this form Forward signed original to' i
! Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334 ]
Attention: Scheduling Section, ‘ . S

P = e Tt SN e oA g s

TITIa ¢ T T e v e e

{ __FORAGENCYUSE _ _ [1. Agsncy Address FOR RECOADS inA}uAd:EMEN-r USE _
© Apphication Date Georg fa Ports Authority . Apph ation Number -
Administration Division ‘ -

l_‘—_f 10/30/80 Personnel Department a 8 2' 51 R N
; appiication Numb-r Post Office Box 2406 . Date Recewed %63 coin'?m;%%o
f==7d;:::quukf7ThfjvﬁL,"Savannah Georgla 31402 ﬁ)_kkwygyh;J§J§§944ml_* e

. 2. Person to Contact SN Workmg Tltle ‘ 7 o Telephone Number o
' Chuck Phillips . Personnel Manager 964-1721, # 283

o B LmLsEEs = =3 d

{3, Action Requested
4. J Estapusn Retention Schedule; record will continue to accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated.

_¢. % Amend Application No. MS_] , T Check One! 0 Change; 8 Supercede; [0 Void

i

. Dstas of Series 5. Recthids Seﬂes Tstle {followed by title used in office, if different)
t:erl:est Latest

1978 To Date ReJecfed Apptications for Emp1oymen+

[5 Diviston and Gffice Funct'on What is the function of the Division and the Offtce in which this record series is created?

The Personne! Department is responsible for the recruitment, +ra|n|ng, analyzing jJjobs and
establishing classifications as well as the formulation and implementation of personnel
programs and procedures.

1. Record Senes Descnptlon This f:le contalns the followmg documents (tnclude form numbers and titles, if any): :
.. . Attach samples of the file.

Documenwrghﬁngtdg . 'ReJec+|ng employmen+ appllca+|ons with Georgla Porfs Au+horl+y
included are: Applications

B. Monthly Reference Rate ~ How often are records referred to which are: o T N -
One to six months old ___ r.j,,_, _.; Seven to twelve months old 9__”.-; Thirteen to twenty-four months old ———
twenty-five monthsand older __ =~ . ____ 7 Anytime upon request.

9. Annuai Rate of Accumulation o of Rerords T ”2 T T T

Letter-size drawers — ey Leyal-size drawers

e ) Shielves e Other [specify) s

e e nt e s
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§ S e e —-/\-\——_——— ..__.._,_,,_,,_____E-L__;LT,“:_.-&).-_.,;__,_..,.. -

 YES INOV 10. Ouestlonnalre jﬂa_c_ca_§|_l'):-"\~ in the proper column) . . ' P
a. Is this the official copy of the series?

X1 _ 1___ Ifnot whereisit? B i , N —
| Al
l:u Does the series oontalrf confndentlal information requiring security handling? If yes, cite law or requlati,on.
X S
| x| c. isthis a vital record? %m e e P L

I

_ b X 1 _d. Does this series have historical or Jong term research value7 L o
e. When one or two documents in the file make it necessary to keep the entlre flle for a Iong penod could these

|

AR~50—71; Rev.76

1 X ___.dggumgnts be scheduled separately? _ cotimt e oemen o8 . e —
| X | _f. _Is the information contained in this series ever published? lf ves aftachcooy, TS G
g. ls the information contained in this series ever analyzed and/or recorded m a summanzed report?
_X If ves. attach cony, . SRl o s J
h. Is there a dupllcatnon of thrs series in your office, or in another ofﬁce or agency?
U _Ifves,where? _ e e e e
S T, LJS this series for a ma:or:portromof .-ti:equlariv_rmcrohlmed? _ S T S
| _ 1 X | i Doesthe record series result in a computer printout? _ e _
11. Retention Requirements T The foltowing requires the series to be kept
a. State Law ‘ — 3 years. d. Audit period EESES————————] LT X
b. Statute of limitation . _ _. r ~_ . _years. . e. Administrative need = . _ ._ ...._._ _.years.
¢. Federal iaw - _years. f. Federa! retention instructions .. years.

b T A [ mmeems b0 ) - . EE

Attach copy or excerpt of laws or regulations. Explain administrative need.

Attorney GTenqpa,l Opinion dated January 5, 1980. .. .. = = _ .. . .. S
' - - i [ N e S R SR te L Rl Il Il I j il e
12 " Aooroved Di Dlsposstlon Instruct:ons " This agency reéo—rﬁaeunar;—tha_tE—e—?l—!bems‘éhes be cut otf at thb end“of each: T
O Calendar Year: [J Fiscal vear; 33 Qther Six _Months R then,

0 Hold in the current files area e —month(s) ... _ year(s); then

& Transfer to local holding area, hold ___. 3 _....year(s); then

O Transfer to State Records Center; hold .. .. . ... _vyear(s}; then

#3 Destroy. i

{3 Transfer to State Archives for permanent retention.

O Other {Specify!

NOTE: ~-In the event of a charge of dlscrim|na+|on or.an action brought by the U. S.
Afforney General these records must be held until final disposition of the
charge or ac+|on.
M - i_,-p T

These instructions apply to ail prior and future accumuiations of the series.

| Agency Head/Designee _(Signature) _ _;.___' | Date . | Records Management Officer. /Signaty@ | ~Date |
a4 .
W rterme LCand Hhogeses w | setobo
7 |
~_State Records Committee (Signature) Date

Recommendations in para- | S S ‘A - ' '
graph 12 are approved. State Audltor/Desagnee

e 7 B R

(If disapproved, attach letter jy-— Q%S
of explanation.} Secretary 6f fate/Designee

-3,
1 =r0-17 %
* “/.Z,:{f;@

Attornev General/Designee

e e e ST
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i_i% APPLICATION FOR RECORDS RETENTION SCHEDULE AL VAL

RECORDS MANAG EMENT DIVISION

INSTRUCTIONS See Publlcatlon No 76—RM— for mstructlons on completmg thls form. Forward signed orlg;nal t?)kirﬁ,‘
g Oepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgua 30334, l
Attention: Scheduling Section. / A '
| ___FORAGENCYUSE _ _ |1. Agency Address S o FOR RECQRDSMANAGE—J\;EEIJEE e
" Applicstion Date Georgia Ports Authority, Administration DiVagpiication Numoer o
' 10-24-78 Personnel Department ) -
L lpost OFfice Box 2406 - :7v8 "2.31
. op uc.tson3;m r | Savannah, Geor‘gi,a 31402 . Date Recaived Date Compisted
| Aol o _|OCT 271978 | JAN 23 1979
2. Parson to Contact Working Title o " Telephone Number
’ John J. Powers - m_P§f§9""e1@M3"§9Qﬁﬂ44¥4,v,, 912 964 1721 283

-~

3. Actton Hequesﬂ!d
! & O Estaoiish Retention Schedule record will continue to accumuiate.
i b. O Dispose of prescnt accumulation; no further accumulation anticipated.

¢ X, Amend ApplicationNo. __120 . _ Check One: .1 Change; K] Supercede; O Void o
4. Datas of Series 5. Re ords Series Title (fo.’lowed by title used in office; if different)
' Earliest Latest

[ 6 mos. prdvious Rejected Applications for Employment

[5. .Di\'-éSl;i ;ﬁd Oﬂnca Fdﬁé’@n What is the functnon of the Division and the Office in which ‘this record series is created?

; Responsible for recruitment, training, job analysis and classification, and formulation
| and implementation of personnel programs and procedures.

=~ — R e —— ——

7. Record Ser ins Dﬂser ptlo%eJ Th|s féle contalns the fori!orwmg documents (mclude form numbers and ntles if. any}

Documents relating to: app11cants for emp]oyment with Georgia Ports Author1ty
Included are: Applications with remarks included as to why applicant was rejected.
File is arranged: Alphabetically by job classification; thereafter, alphabetically by
name.
TMbﬁﬁtﬁi&i&}EEéh_e: Rate  How often are recards referred to which are: T e e
One to six months old ___1 ! Seven to twelve months old ; Thirteen to twenty-four months old _‘_Q___

—7

3. Annual Rate of AccumuT}lfn of Rerords :
" Letter-size drawers £ _; Leyal-size drawers iy OD€EIVES . ;Other {specify) . .

twenty-five months and older.

B i T Tt S S e e e T s e S e e g




fx | a. Is this the official copy of the series? . o
Lt 1 Ifnot. where isit? ]

X b. Boes the series contain confudentlai mformatlon requarmg security handling? If ves, cite law or regulation,

-l ——— - o —

X | c._ls this a vital record? _ e e e e e, . e i
X [ _d. Does this series have hn!torlcal or Ionlterm research val value? ? : A

———— s e i — e e e ——— e —————

)

e." When one or two documénts in the file make it necessarv to keep the entlre fule for a long period, cduld these
X | _ _documents be scheduled separately? - _ ,
: L X1 f. _Is.the information contained in thtmaes ever gubhsh_ed? f ves, anach copy., _f e
B g. Is the information contained in thus series ever analyzed and/or recorded ina summanzed report? .
| )S _If yes. attachcooy... . . L . B v
h. Is there a duplication of this series in your office, or in another office or agency?
. X Mves where? e
L 1A i._IS this series. {ara ma:orpomon of it} regularly microfilmed? ._; e e _ et ]
1 X [ i. Does the record series result in a computer printout? — e e e
11. Retention Requirements The foltowing requires the series to be kept Six months for administrative
need. ;
a. State Law — o .___Years. d. Audit period —————__.Y®arS.
b, Statute of limitation Lo o .years, : 8. Administrative need e - _.years,
c. Federal taw R T _Years. f. Federal retention instructions _._ 3. __ ______years,

Attach copy or excerpt of laws or regulations, Explain administrative need.

) ‘}‘ { )

vt e v

. 12_._-:&;;;5 [—)us;c;iatnon Instructions  This agency / recommends that the file series  be cut off at the end of each: T

: O Calendar Year; [1 Fiscal vear; £X Other __See Below = ¢pen,

B O Hold in the current filesarea .. .. ._.month(s) ___ ___ year{s); then

(3 Transfer to local holding area, hold . _ year(s}; then

; OO Transfer to State Records Center; hold _— - .year(s); then

H . Qestroy.

. [) Transfer to State Archives for permanent retention.
Other {Specify)

4 Cut off file at end of each calendar year; then transfer to local holding area;

hold 3 years; then destroy. NOTE: 1In the event a charge of discrimination is ;

: filed, or an action is brought by the'U.S. Attorney General, these records must [
be held until final disposition of the charge or action.

These instructions apply to all prior and future accumulations of the series. {

j e e o B e |

: Ag_ency Head/l)eslgnea (ngnature} _ ,_L_____Dg'gg___ ‘._____I_Bgoo__rgl_s_Mg_nagemgnt Officer (Signature) 1 D__a_t_e_ I
- ' ‘ _ |-

f/,éé’a/ i"szﬁ’L@tﬂz W A23~7F |

: e e — SR e e e it e - - 7

| Y f

: , _State Records Committee (Slgnature) ~  Date |

! Recommendations in para- T T T T ' 8,

i graph 12 are approved. State Audltor/Deslgnee / »-&8 '7

! (If disapproved, attach fetter I '

! of explanation,) tate/Designee L /2~22- 75’

| . T

1

' _ Attomey General/DleSIgnee _/' :;Z_i _Z?

. RR—80Z7ii Rev7e ~ T T 7 m mevem,sade)




